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Using the Recovery Function on a PC

The iTEP is equipped with a Recovery function for use in the event of an interruption to an individual
Candidate’s computer during a test administration.

Use of the “Test Recovery” function must be supervised by the test Administrator.

iTEP Recovery allows an individual test to be reset to the test section that was in progress at the time of
the interruption. Candidate responses from all sections prior to the interrupted section will be retained
by the server's database. It will be necessary, however, to launch the interrupted section from its

beginning point, since any Candidate responses from that section may have been lost.

Following are instructions for recovering from an interruption:

1. Click on Start, Programs, iTEP, and Recover iTEP.

. Intel

|, iTEP
& BeginiTeP
n iTEP on the Web
wfRecover iTEP
§5 Uninstall iTEP

.. Maintenance

. Microsoft Office

. Microsoft Silverlight

1. Nero

.. PrimoPDF
. Seagate

. Norton Internet Security

Control Panel
Devices and Printers
Default Programs

Help and Support
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2. On the first Recovery screen, ask the Candidate to input his/her Test ID Number and Password.
Then click the Next button.

Test Recovery 1 of 3

Test D Number

Password: i

To use the test recovery function,
please enter your Test ID Number and Password in the

text areas above, then click on the "Next" button.

3. Onthe screen that follows, click NO if the ID information is incorrect, or YES if the ID
information is correct. (Clicking NO allows the Candidate to re-input his/her information;
clicking YES opens a third Recovery screen.)

Test Recovery 2 of 3

Rich Collier

Test ID Number: 44880501AC

Is all of the above information correct?
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4. On the third Recovery screen, click on the link to the test section the Candidate was in at the
time of the interruption. The Candidate will be returned to the "General Directions" screen for
that section, and may proceed normally from that point through the remainder of the test.

Test Recovery 3 of 3

Click on the test section during which you experienced a problem.

This will take you to the beginning of that section and allow you to resume taking the test.

Reading
Listening 1
Listening 2
Listening 3

Grammar

5. If the section that needs to be recovered is not available, contact BES immediately to
have the section reset. If you need a section reset outside normal business hours for
BES (8am-5pm PST), please call +1-866-825-1894.
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Using the Recovery Function on a Mac

The iTEP is equipped with a Recovery function for use in the event of an interruption to an individual
Candidate’s computer during a test administration.

iTEP Recovery allows an individual test to be reset to the test section that was in progress at the time of
the interruption. Candidate responses from all sections prior to the interrupted section will be retained
by the server's database. It will be necessary, however, to launch the interrupted section from its
beginning point, since any Candidate responses from that section may have been lost.

Following are instructions for recovering from an interruption:

1. Go to http://www.besitep.com/flashrecord. Click on “Click to Begin” to begin going
through the Technical Checklist. (Since you have already done the technical checklist,
you can just press the next button until you arrive on the Test ID and Password page.)

2. Once the Candidate enters their Test ID Number and Password and clicks the next button, the
following screen will appear:

Test Recovery 2 of 3

Sally Graham
Test ID Number: 66416455CU

Is all of the above information correct? [ No |

3. Have the Candidate click NO if the ID information is incorrect, or YES if the ID information is

correct. (Clicking NO allows the Candidate to re-input his/her information; clicking YES opens a
third Recovery screen.)
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4. On the third Recovery screen, click on the link to the test section the Candidate was in at the
time of the interruption. The Candidate will be returned to the "General Directions" screen for
that section, and may proceed normally from that point through the remainder of the test.

Test Recovery 3 of 3

Click on the test section during which you experienced a problem.

This will take you to the beginning of that section and allow you to resume taking the test.

Listening 1
Listening 2
Listening 3
Grammar
Writing 1
Writing 2
Speaking 1
Speaking 2

Reading

6. If the section that needs to be recovered is not available, contact BES immediately to
have the section reset. If you need a section reset outside normal business hours for
BES (8am-5pm PST), please call +1-866-825-1894.
V01JUL14
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Technical FAQ’s and Troubleshooting

1.1 am in the middle of taking my exam and the power goes out. What do | do?

iTEP tests are designed in a way that every time you finish a section, this section will be saved
automatically. So, if you experience any power outages and your computer shuts down, you can
restart your computer, launch the iTEP application again, and enter the same Test ID and
Password. It will then take you to a screen that shows the name of the test-taker, along with
the test ID number. Click Yes if the information listed is correct. You will then need to follow the
Test Recovery procedure, as detailed in the previous pages.

2. | recovered my test after a power outage but the section | was working on during the
power outage was skipped. How can | go back to this section?

It can happen that test may skip a section and/or may run into other technical errors. If you
experience any errors, please let us know and we can RESET various sections of the test for a
retake.

3. My system becomes unresponsive, the application freezes. What can | do?

If your system locks up, freezes, or shuts down, you will need to follow the Test Recovery
procedure as detailed in the previous pages. In order to RESET any sections of the test that
need to be retaken, please contact BES.

4. | can’t hear anything. What may be the problem?

The key to having a great testing experience relies on successfully executing the Technical
Checklist. If you cannot hear anything, please make sure your soundcard is properly installed
and turned on and the volume turned up. The iTEP application will only use the general settings
on your system. If you are able to run iTunes or other sound-related applications or websites,
iTEP will work as well.

5. The iTEP exam just crashed. What should | do? (Java version only)

iTEP relies on two applications to run in order to be executed: Java and Adobe Flash. Please
make sure both programs are installed and active on your system. If you do not have one or
both of those applications installed on your system, the Technical Checklist will already show
that error. In case iTEP crashes, please contact BES immediately.

6. The speaking section won’t record. What should | do? (Java version only)

The speaking section relies on Java software in order to properly record test-taker responses. If
a problem occurs where the speaking section is not recording, please follow these steps: Open
Internet Explorer, go to settings, select Internet Options, go to the Security Tab, select Custom
Level, scroll to the section “Scripting of Java Applets” (near the bottom) and click Enable. If this
does not work, please contact BES immediately.

Furthermore you could uninstall and install Java and Flash again before restarting iTEP. Make
sure to restart your computer after every final install in order to refresh the configuration
files of your Operating System.
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7. The font on my screen is not the appropriate size. What should | do?
If the font on the screen of the test is too small or too large for your test-takers, please follow
the steps below:

Font too small: Press CTRL and +

Font too large: Press CTRL and -

If the Technical FAQs have not solved the issues you are encountering, please follow the steps
below to send a troubleshooting report to BES:

In an email, please send the following information:

Describe what happened:

What steps have you taken so far in the administration of the exam?

What is the test ID and test-takers name?

What are the browser, flash, and java versions that you are using?

What page were you on when the problem occurred?

What happened on that page? (A screenshot of the problem is very helpful.)

What have you done since the problem occurred?

Have you restarted the iTEP program?

Have you restarted your computer?

Have you uninstalled and reinstalled Flash and Java, and then restarted your computer?
Have you uninstalled and reinstalled the iTEP software?

Have you tried to recover the exam using the Test Recovery procedure?

Please email the information above to korosz@bostoneducational.com and
msalenko@bostoneducational.com.
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iTEP Microphone Settings

Windows XP

To ensure that the recorded samples in the Speaking section of the iTEP exam have optimum audio
quality, please follow the microphone settings instructions detailed below and apply the same settings
to all computers used for iTEP administration.

Note: We have provided versions of these instructions for Windows XP, Windows Vista, Windows 7,
Windows 8, and Mac. Please use the appropriate version for your operating system.

1. Click Start, then select Settings and Control Panel.

Log OfF Boston Educational ..

: L

o Settings , D&- Control Panel

]

0 Search & Metwork Connections
eare

E C-L;d Prinkers and Faxes

L Help and Support gy Taskbar and Start Menu

% RuUM...

w

=

(=

e

£

3

Turn Off Computer..

WH P0ao0o00

2. Onthe Control Panel, double click Sounds and Audio Devices. On the Sounds and Audio Devices

Properties panel, click on the Audio tab.

G Control Panel
B S BB R Sounds and Audio Devices Properties ]
oy P < y - search || Folders| | voume | Sounds| | Audie || Voice | Hardware |
: Address }D‘ Control Panel | Sound playback
- @ Default device: -
S 1
) 'B» 3 7 e o ||
Accessibility AddH Dis
[ Switch to Category View Options [ Volume... ] [ Advanced... ]
e ~ @j/ :Td Sound recording ; 9
ST Gl /j Default device: . "
& Windows Update Audio Devices | Cont A |SE Livel Wave Device |ﬂ
Biesisn ) = i
_’_\. o Volume... \dvanced |
Network Setup ,r)-:]oodr: MIDI music playback ‘h
Wizard . T
Default device:
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3.

4,

In the Sound Recording section of the Sounds and Audio Devices Properties panel, click the
Volume button. This will open the Record Control panel shown below.

‘Sounds and Audio Devices Properties 2
Volume | Sounds lihugmi Voice || Hardware
Sound playback
Default device:
J ‘53 Live! Wave Device [i) Record Control [;J |
| Volumne... IL Options  Help
Sound recording MIDI CD Audio Linedn Microphone Wave
Default device: Balance: Balance: Balance: Balance: Balance:
A | 3B Livel Wave Device B — 4> ——48| -4 ——D > —— @
Volume: Volume: Volume: Volume: Volume:
MIDI music playback § ™ b g == sl g™ (=

W8 Defaul device:

X2 | B: SB Live! MIDI Synth

Volume

[ select [ Select [ Select Select [ Setect

[[] Use only default devices
S8 Live| Wave Device
| OK I I Carcer | Fa) |

In the Microphone column of the Record Control panel, please make sure that the Select check box
is checked. Adjust the Volume slider so that it is between halfway and three-quarters to the top.

r Record Control E_J = .
Options  Help

MIDI CD Audio Linedn Microphane Wave

B alance: Balance: Balance: Balance: Balance:

B 99 Y- g ¢
Wolurne: Waluime: Volume: Wolime: Walume:

[] Select [] Select [] Select _ Select ] Select

SE Live| Wave Device
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5. Next, click the Advanced button at the bottom of the Microphone column. This will
open the Advanced Controls for Microphone panel. In the Other Controls section of the
Advanced Controls for Microphone panel, make sure that the Mic Boost checkbox is

checked.

[l Record Control

SE ]

Advanced Controls for Microphone

5

Options  Help

MIDI CD Audio Linedn ticrophone:
Balance: Balance: Balance: Balance:

[ 4 ¥ 12 g & 4
Volume: Voluime: Wolame: Vohirne:
[C]select [ select [ select Select

5B Livel Waye Device

audio.

Tane Cordralz

These settings control how the tone of vour sudio sounds.

Bass: LLaw

Treble:

Other Contrals

These settings can be used to make fine adjustments ko your

These seftings make ather changes to how your audio sounds. Ses

yaur hardware documentation for details,

1 Mic Boost (+20dE)

6. Please close all windows and verify that you can successfully record and play back at a
suitable volume. You can do this from Start| Programs| Accessories| Entertainment|
Sound Recording.

V01JUL14
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Windows Vista

To ensure that the recorded samples in the Speaking section of the iTEP exam have optimum audio
quality, please follow the microphone settings instructions detailed below and apply the same settings
to all computers used for iTEP administration.

1. Click Start, then select Settings and Control Panel.

I Programs

[
i Documents

B settings »| B Control Panel

f‘i_" Network Connections
>

© Search
—

L Printers
@ Help and Support [l Taskbar and Start Menu

£

S

v

c;) ,=§4, Run...
=

3

>
©
; O) Shut Down...

. "Start ] m el J

2. On the Control Panel, double click the Sound icon, then select the Recording tab on the
Sound panel. Select Microphone so that it’s highlighted. Then, click on the Properties
button. This opens the Microphone Properties panel.

[E Control Panel

OO - Control Panel

Fl= Edt View Tools Help | Sound x|
M 4 Recording || |
Contral Panel Home ; Playbacounds | L
. ]
Classic Yiew 'iIEF; " Select a recording device below to modify its settings: 3
U'. 7 |
Add Hardware  Adr Micraphaone It
Realtek High Definition Audio e
Warking
‘ b
Sound I ]
s
) g =
“ 3 bl
Power Options F a
a5
b S
Configure Set Drefault Properties
User Accounks WAIC 5
Ang ac
Ok | Cancel | fpply |

3. On the Microphone Properties panel, click the Levels tab. Adjust the Microphone slider
control to 75, and adjust the Microphone Boost control to +10.0 dB.
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Ma... |~ Categorylvl
—— =
-.._l,\t' 'Playback Recarding |Snunds|

Add Hardware . . o . Default
Select a recording device below to modify its settings: rograms
- . | \  Microphane S
% Microphone Properties il }
General] Levels |Fnhancements I Advanced I
Mause
Microphane
1 75
{ A o —
(=0
Bnners and
—ameras
Microphone Boost
{ j +10.0 dB “’E
L
User Account: I indos
ard3pace

Canfigure | Set Default | Froperties I

QK Cancel | Al |

4. Please close all windows and verify that you can successfully record and play back at a
suitable volume. First, make sure you have a microphone plugged in to your computer.
Then, access Windows “Sound Recorder” from Start| Programs| Accessories|

Entertainment| Sound Recording.
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To ensure that the recorded samples in the Speaking section of the iTEP exam have optimum audio

Windows 7

quality, please follow the microphone settings instructions detailed below and apply the same settings

to all computers used for iTEP administration.

1. Click Start, then select Settings and Control Panel.

% Snipping Tool
*:zj Paint 8
(%_‘ Magnifier

', Sdlitaire
o

3

All Programs

(R R ]

Games b

Computer

Control Panel

Devices and Printers

Help and Support

I |search programs and files

l!_ﬂ] ®Shutdowrl )l

e @ ) O

2. On the Control Panel, click the Hardware and Sound link.

B Control Panel

Oév E - Control Panel -

- m I Search Control Panel

| File

Edit View Tools Help
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Adjust your computer's settings

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

 Hardware and Sound

View devices and printers

Add a device

Connect to a projector

Adjust commonly used mobility settings

Programs

Uninstall a program

View by: Category ~

User Accounts and Family Safety
'&"Add OF Femove User accounts

'&'Set up parental controls for any user

pp and Per lization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods

Ease of Access
Let Windows suggest settings
Optimize visual display

e s &
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3. On the Hardware and Sound panel, click the Sound link.

!% Hardware and Sound
%v ﬁ + Control Panel ~ Hardware and Sound - - m I Search Control F

| File Edit View Tools Help

Control Panel Home . Devices and Printers
.gf‘ | Add adevice | Addaprinter = Mouse '@Devioe Manager

-

System and Security s
AutoPlay

Change default settings for media or devices | Play CDs or other media aut

¢ Hardware and Sound .
Programs % i) Adjust system volume | Change system sounds | Manage audio devices

User Accounts and Family Safety 3 Power Options
\@ Change battery settings =~ Change what the power buttons do

Require a password when the computer wakes ~ Change when the compute
Clock, Language, and R.egion Adjust screen brightness

Metwork and Internet

&

Appearance and Personalization

Ease of Access Display
! Make text and other items larger or smaller | Adjust screen resolution @
Connect to an external display

Adjust commonly used mobility settings

@ Windows Mobility Center
Ed

4. From the Sound panel, select the Recording tab. Highlight Microphone / Line In, and
click the Properties button.

mv ﬁ = Control Panel = Hardware and Sound = - IE

| Fle Edit View Tools Help

Control Panel Home . Devices and Printars
X price
System and Sec
Recordi icati
Network and I Playba ng | }ounds I Communications I 0
* Hardware amn Select a recording device below to modify its settings:
Programs — M
MMicrophone / Line In
User Accounts 2 IDT High Definition Audi
(/ PDefault Device r b
Appearance anc Fhar
Clock, Languaag: Microphaone Array
’ IDT High Definition Audio CODEC
Ease of Access Ready -_—
| B
Rec. Playback
i IDT High Definition Audio CODEC
\ Currently unavailable

Configure | Set Default |v| Properties |

0K I Cancel | Apply | —
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5. On the Microphone / Line In Properties panel, select the Levels tab, and adjust the
Microphone / Line In slider control to 75, and adjust the Microphone Boost control to
+10.0 dB.

mv F!E ~ Control Panel ~ Hardware and Sound - - @] I_f

| File Edit View Tools Help

Control Panel Home . Devires and Printers
System and Sec

Network and . Plavback Recording |Sounds| Commurications |

I vy Chsore¢
® Hardware ant — - -
% Microphone [ Line In Properties il
Programs Sge
User Accounts &
[ons
Appearance ant L ot

Clack, Languags | ~ Microphone / Line In |
75 1
Ease of Access ~ h
Een
~ Microphone Boost
J +10.0 dB

6. Please close all windows and verify that you can successfully record and play back at a
suitable volume. First, make sure you have a microphone plugged in to your computer.
Then, access Windows “Sound Recorder” from Start | Programs | Accessories | Sound
Recorder.
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Windows 8

To ensure that the recorded samples in the Speaking section of the iTEP exam have optimum audio
quality, please follow the microphone settings instructions detailed below and apply the same settings
to all computers used for iTEP administration.

1. Pull up the Search function.

2. Type in the words “control panel” and click on the search icon.

control panel pe

3. Click on the Control Panel icon.
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4. On the Control Panel, click the Hardware and Sound link.

B3 » Control Panel

Adjust your computer's settings

System and Security

Review your computer's status

Save backup copies of your files with File History
Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

, / Hardware and Sound
View devices and printers

Add a device
g

5. On the Hardware and Sound panel, click the Sound link.

O

- 1 @ » Control Panel » Hardware and Sound

Control Panel Home

e/ Devices and Printers
System and Security - Add a dev@e Advanced printer sletup
Change Windows To Go startup options
Network and Internet
* Hardware and Sound AUtOPIay
defa

Programs
Sound

User Accounts and Family At ot I
jjust system volume

Safety

Change system sounds

Mouse | @ Device Manager

Manage audio devices

Appearance and

nee POwWer OUptions
Personalization

Change battery settings
Clock, Language, and Region

Ease of Access Adjust screen brightness

Display
Make text and other items larger or smaller
How to correct monitor flicker (refresh rate)

" §©

Vvo1uL14
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Require a password when the computer wakes

Change when the computer sleeps

Adjust screen resolution
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6. From the Sound panel, select the Recording tab. Highlight Headset Mic, and click the Properties
button.

Headset Mic
IDT High Definition Audio CODEC
Currently unavailable

Internal Microphone Array
IDT High Definition Audio CODEC
Default Device

Stereo Mix
IDT High Definition Audio CODEC
Ready

Configure Set Default |

 Headset Mic

Change Icon

Controller Information
@/ IDT High Definition Audio CODEC
IDT

Jack Information
@ Right Panel 3.5 mm Jack

Device usage: Use this device (enable)

Use this device (enable)
—Bo |.-“’"'=] :[:: T
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To ensure that the recorded samples in the Speaking section of the iTEP exam have optimum audio

Mac Microphone Settings

quality, please follow the microphone settings instructions detailed below and apply the same settings
to all computers used for iTEP administration.

1. Click on the Apple icon in the upper left hand corner and select System Preferences.

Y preview File Edit View Go

About This Mac
Software Update...

App Store...

Dock >
Recent Items >
Force Quit Preview X048

Sleep
Restart...
Shut Down...

2. From the System Preferences menu, click on Sound.

® 00
[ﬂle[ ShowAIIJ

System Preferences

o
il >

General Desktop &
Screen Saver

@

CDs & DVDs Displays

V01JUL14

M A e @

Dock Mission Language Security Spotlight
Control & Region & Privacy

Energy Keyboard Mouse Trackpad Printers &

Saver Scanners
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3. From the Sound menu, select Input.

800
|« » || Showall |

Sound

(q

b

-

{ Sound Effects

Qutput

| input _

Select a device for sound input:

Mame

Type

Internal microphone
Line In

Built-in
Audio line-in port

Settings for the selected device:

Input volume: Q

Input level:

Output volume: * L
1

e

- ‘1)) [ Mute

@Show volume in menu bar

4. From the Input tab, you can test both your internal and external microphones by highlighting which
one you want to use and then adjusting the volume settings.
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